
 

 

 

MYBUILDINGPERMIT.COM EPLAN  

EXTERIOR ALTERATION APPLICATION CHECKLIST 

(MAY INCLUDE INTERIOR ALTERATIONS) 

The following items must be provided and be complete in order to properly process your tenant 

improvement permit. 

□ Site plan showing exact location of area in building to be improved and the location of the building 

in which the improvement is proposed (maximum drawing size of 24" x 36"): 

 □ Property lines 

 □ Location and dimensions of proposed building(s) including distance to property line 

 □ Location and dimensions of existing structures 

 □ Roof overhangs of existing and new buildings 

 □ Locations of all curb cuts (access of public rights-of-way) including distances to adjacent 

intersections and existing fire hydrants, open ditch, culvert, pipes, etc.).  Type of surface 

proposed and finished grades or profiles of driveways. 

 □ Proposed location of sanitary sewer service line, water service line, storm drainage lines, and 

connection to existing systems. 

 □ Parking facilities layout and lighting, including garbage and recyclable materials container 

locations and screening plan, handicap parking compliance, and emergency vehicle access. 

 □ Existing topography at 5-foot intervals 

□ Plans of the tenant space, dimensioned to 1/4” or 1/8” scale showing: 

 □ An architect’s/engineer’s signed registration stamp must appear on plans and calculations 

prepared by such professionals and is required by the State if over 4,000 square feet of 

construction.  

 □ Size of rooms and corridors with door and window locations 

 □ Required fire walls and doors 

 □ Plumbing fixture locations and barrier-free accessibility  

 □ Mechanical equipment locations. Structural design calculations are required by a licensed 

architect or engineer to verify the adequacy of the structure. A separate permit is required for 

rooftop equipment which must be screened to be architecturally compatible with the existing 

building. 

 □ Cross Section showing: wall and  ceiling construction 

 □ Reflected ceiling plan showing: location of all pathway lighting and exit signs 

□ Elevations of all sides of the building indicating:  a) where the average building elevation 

□ Complete Energy forms, Building Mechanical Systems and Lighting Power Budget, for compliance 

with Washington State Energy Code 51-11. 

□ NOTE   Multiunit Residential Building or for Rehabilitative Construction The building 

department shall not issue a building permit for construction of the building enclosure of a 

multiunit residential building or for rehabilitative construction unless the building 

enclosure design documents contain a stamped statement by the person stamping the 

building enclosure design documents in substantially the following form: "The 

undersigned has provided building enclosure documents that in my professional judgment 

are appropriate to satisfy the requirements of RCW 64.55.005 through 64.55.090.” 



 

 

□ NOTE  Tree Retention Plan required. (See handout).  If the property does not have significant 

trees, please indicate. 

 NOTE:  Applicant should check with the Department of Planning and 

Community Development to determine what tree retention requirements 

have been established for the subject property.  All designated trees to be 

retained must be prominently marked and fenced, and the tree fencing inspection 

completed and signed off in the City’s permit-tracking system prior to issuance of 

the building permit. Call 425-587-3225 to schedule this inspection, provide the 

Permit Application number and construction address, and allow 2 days time for 

this inspection to be completed and signed off. 

 

□ NOTE  New Restaurant/ Food Facility Construction:  Applicant is required to send two set of 

plans, drawn to scale and detailing establishment equipment to the King County 

Department of Public Health.  Any questions regarding this requirement may be directed 

to Mike Bratcher at 206-296-9741 between 7:00 am and 3:30 pm, Monday through 

Friday.  Stamped Health Department copy must be submitted to Building Department 

prior to issuance of permit. 

QUESTION► Will this business be preparing or serving food or beverages, or making pet foods? 

                                              YES                                             NO 
                                                        ↓                                                   (Stop Here) 

                                                        ↓ 

If  YES, and you believe your business will produce less than 100 ppm combined fats, oils and grease 

you can contact City of Kirkland Public Works Wastewater Division to see if you qualify to be exempt 

from installing a grease removal device by providing an exemption affidavit.  Please provide a copy 

of Wastewater’s approval with this application. 
-or- 

If YES, and you agree that your business will produce more than 100 ppm combined fats, oils and 

grease you will have to install a properly sized grease removal device compliant with Chapter 10 of the 

Uniform Plumbing Code and Chapter 15.36 of the Kirkland Municipal Code.  City of Kirkland Public 

Works Wastewater Division registers approved grease removal devices and provides education and 

training on their proper use.  Please provide a copy of Wastewater’s approval with this application. 

 

For additional Wastewater information please contact: 

City of Kirkland Public Works Wastewater 

Mail – Public Works Wastewater, 123 5
th

 Ave, Kirkland WA 98033  

Physical Address – 915 8
th

 St, Kirkland WA 98033 

Email – bwallace@kirklandwa.gov 

Telephone – 425-587-3909 
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